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Figure 18 Record Transfer Residence County Change Screen 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Options  
•  Change Residence County  – Modifies the Residence County 

field in the Child Demographic Information screen. 
• Cancel  – Abandons the record transfer process and returns to a 

blank Child Record Locator screen. 
 

Step 9. Select a County name from the drop down list. 
 
Step 10. Click the checkbox below to mark an X. (This checkbox is 

required to proceed.) 
 
Step 11. Click the  Change Residence County  button. A message 

prompt will be displayed with the name of the new 
Residence County for that record (see Figure 19). 

 
Figure 19  County of Residence Has Been Changed To Message  
 
 
 
 
 
 
 
 

Step 12. Click the  OK  button. The record has been transferred to 
the new Residence County selected.   
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Hands-On Exercise 4: Transfer a child’s record 

 
1. Select the ADMIN option from the main menu. 
2. Select the RECORD TRANSFER option from the main menu. 
3. Enter the following information: 

LastName: Abs 
FirstName: Katie 

4. Click the  Go  button. 
5. Click the Transfer  button. 
6. Verify the child’s demographic information and click the  

 Yes  button. 
7. Click the  Change Service County  button. 
8. Select Baker from the drop down list. 
9. Click the  Change Service County  button (see message). 
10. Click the  OK  button.  
11. Note: Baker county now can view (not edit) this child’s record. 
12. Select the ADMIN option from the main menu. 
13. Select the RECORD TRANSFER option from the main menu. 
14. Enter the following information: 

LastName: Abs 
FirstName: Katie 

15. Click the  Go  button. 
16. Click the Transfer  button. 
17. Verify the child’s demographic information and click the   

 Yes  button. 
18. Click the  Change Residence County  button. 
19. Select Baker from the drop down list and mark the check box 

(after reading the warning message). 
20. Click the  Change Residence County  button (see message). 
21. Click the  OK  button. 
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Reports 
 
The REPORTS option is used to generate standard and customized 
reports.  The data facilitator should be familiar with standard report 
options such as: Tracking, Timeline, Action Needed, Allsites, 
Providers and Contacts, Mass Screening, Appointment and 
Demographic reports (see Figure 20).  Data facilitators should 
provide users with on-site support for report generation. 
 

Figure 20  Reporting Screen  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Reporter  
 
The Reporter program is used to generate customized reports in 
CHRIS Plus.  It provides the flexibility to create layouts or to 
modify existing layouts. The Reporter program includes a copy of 
the standard tracking reports used in CHRIS Plus so that users can 
duplicate, rename, change, or add on to the standard tracking 
layouts to produce advanced reports.  In addition, Reporter allows 
the creation of FileMaker scripts which can be customized to 
facilitate performing finds, sorting, and printing. 
 
Reporter has no permission restrictions and is available to all 
CHRIS users. Yet, the creation of reports should only be performed 
by trained personnel.  A basic understanding of the CHRIS Program 
and the FileMaker Pro application is required to design custom 
reports. Typically, the data facilitator regulates the usage, creation, 
and uniformity of site-specific reports. 
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Most reports (except Appointment Schedule, Demographic, 
Timeline Action Needed, and Service Coordination Action Needed) 
require a Nightly Update in order to reflect the most current data. 
The Nightly Update is executed each night to import the most 
recent data entered into the reporting files. As a result, data 
available for most reports will be as current as the previous day. 
 
 
 

Allsites Report 
 
The Allsites report provides a summary of FDLRS Child Find 
activities by month and year for the five previous school years.  The 
following Allsites reports can be produced: 
• Workload by Center 
• Workload by County 
• Workload by Site 
• Unduplicated by Center 
• Unduplicated by County 
• Unduplicated by Site 
 
Only the Help Desk can generate these reports. If a user clicks the   
hAllsites Report  button from the Reporting screen, a message will 
be displayed indicating that this report must be run by the Help 
Desk (see Figure 21). The data facilitator will be responsible for 
contacting the Help Desk to request an Allsites report. 
 

Figure 21 Allsites Report Message  
 
 
 
 
 
 
 
 

IMPORTANT 
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Workload Report 
 
The workload report is based on a set of five events. This includes 
the total number of Referral First Contact (First Contact with 
FDLRS Date), Referral for Screening (Final Result Date), Referral 
for Evaluation (Referral for Evaluation Date), ESE Eligibility (ESE 
Eligibility Date), and FSP/IEP (FSP/IEP Date) events for each 
school year (see Figure 22). The workload report includes archived 
records.  
 
 

Figure 22 Allsites Workload Report  
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Unduplicated Report 
 
The unduplicated report is based on the number of children served 
and contains the total number of children that have a Referral First 
Contact (First Contact with FDLRS Date), Referral for Screening 
(Final Result Date), Referral for Evaluation (Referral for 
Evaluation Date), ESE Eligibility (ESE Eligibility Date), and 
FSP/IEP (FSP/IEP Date) event (see Figure 23). 
 

Figure 23 Allsites Unduplicated Report 
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Duplicate Child Report 
 
The purpose of the Duplicate Child Report is to inform data 
facilitators of possible duplicate records that may exist in the 
system. Duplicate records are problematic because they cause data 
entry and reporting errors. Data facilitators should run a Duplicate 
Child Report at least once per month. The list of duplicate records 
can show how often duplication occurs at the center and how well 
data are being entered into CHRIS Plus.  
 
To run a Duplicate Child Report in CHRIS Plus, complete the 
following steps: 
 
Step 1. Select the REPORTS option from the main menu.  The 

Reporting screen will be displayed (see Figure 24). 
 
 

Figure 24 Reporting Screen  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2. Click the  Run Tracking Reports  button.  A message will 

be displayed (see Figure 25): 
 
Figure 25 Standard Report Type Message 
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Step 3.  Click the  Demo  button. The Demographic Information 

Find screen will be displayed (see Figure 26). 
 
 

Figure 26 Demographic Information Find Screen 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 4. Enter an exclamation mark (i.e., !) in the Duplicate Child 
Search Field and enter a County name in the County of 
Residence field. 

 
Step 5. Click the  Perform Find   button. The Reports screen will 

be displayed (see Figure 27). 
 
 

Figure 27 Demographic Report Screen 
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Step 6.  Click the Children List  button  to view a list of possible 
duplicates that should be reviewed in detail. 

 
Step 7. View the results. Verify whether any duplicates exist in 

the found set of records. If duplicates are found, mark 
records for deletion. 

 
 
Marking Duplicate Records for Deletion 
 
Data facilitators can mark duplicate records for deletion in CHRIS 
Plus. However, records can only be permanently deleted by the 
CHRIS Help Desk. 
 
To mark records that need to be deleted by the CHRIS Help Desk, 
complete the following steps: 
 
Step 1. Select the LOCATOR option from the main menu. 
 
Step 2. Enter the search criteria in the appropriate fields to locate 

the record that needs to be marked for deletion. 
 
Step 3. Click the  Go  button. 
 
Step 4. Click the Demo  button next to the record to be marked 

for deletion. The child’s demographic information will be 
displayed. 

 
Step 5. Delete the First Name and Last Name values. Enter 

“Duplicate Child” in the Last Name field.  
 
 
It is also recommended that data facilitators print out a list of 
duplicate child records to be deleted and child records to be kept in 
the database. This report can be faxed or emailed to the Help Desk 
for further review. In addition, data facilitators should compare the 
duplicate and the matching records to make sure all appropriate 
events are created in the child’s record that will be kept. 
 

 
 
Improper deletion of a child’s record will result in data loss! 
 
 
 
 

WARNING 


